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[Mono>keHve o nopsAaKe BeAeHUA IMYHBIX AeN Nefaroros u
COTPYAHUKOB MyHMLUMNANbLHOTo o6uieobpaslllaTensHorg |
yupe>KeHusa cpegHeit obu,eobpaszoBaTe/ibHON WKONbI Nel n.
Cenmxkaposo N |
(B HOBOW peflakumn)
1.0BLLME NOJIOXKEHUSA
1.1 .HacTtosuwee MonoxeHune onpegenseT NopsaoK BeAEHUS NMUYHbLIX AeN Nefaroros
n cotpygHmkos MOY COLL Nel n. Cenuxaposo (ganee - LLIkona).
1.2.MonoxeHune paspabotaHo B cooTBeTCTBUM C PefepanbHbiM 3akoHo «O6
obpasoBaHun B Poccuiickon Pepepaumn», YkKazom [lpesungeHTa Poccuinckoi
depepaunn  « 06 yTBepXAeHUU T10N0XKEHMA O MepCcoHabHbIX  [AaHHbIX
rocyfapCTBeHHOro cnyxauiero Poccuiickon depepayun 1 BeLeHUN €ro NYHOIO
pena», TpyaoBbIM KofeKcOM P®, KONMeKTUBHbIM Aorosopom LLKonbl, ycTaBom
LLIKonbl, 3aKOHOAaTENLCTBOM PO,
BegeHve nW4YHbLIX fen nefjaroroe M coTpygHuMkoB LLIKonbl Bo3naraetcs Ha
cekpeTapsi-MallMHNUCTKY LLIKOSbI.
2.MOPAALOK ®OPMUNPOBAHUNA NNYUHbBIX OEN
2.1 .®dopmupoBaHMe NMYHOrO Aena nejaroroB M COTPYAHMKOB  LLIKONbI
Npon3BOAMTCA HEMOCPEACTBEHHO Noc/e Nnpnuéma Ha paboTy B LLIKoNy unn nepesoja
nefaroroB U COTPYAHWKOB M3 ApYroro obpasosatesibHOro yupexaenus. | | | bl, :
2.2.Tpn nocTynsieHMn Ha paboTy negaror npefocTaBseT:
3asB/ieHMe 0 Npuéme Ha paboTy (nepesope);

Konuto nacnopra; 1, | ymy;
Konuio CTPaxoBOr0 CBUAETENbCTBA [OCYAapCTBEHHOTO MEHCUOHHOFO
CTPaxoBaHW;

Konuto cBugeTenbctBa O MNOCTAHOBKE Ha Y4YyeT (DU3MYECKOro nuua B
Ha/I0roBOM OpraHe Ha TeppuTopumn Poccuinickon ®epepaunu ;
Konun fokymeHTOB 06 06pa3oBaHuu;

Konun [OKYMEHTOB O MOBbILEHUN KBa]'II/Iq)I/IKaLIII/IVI nnn  Halinymn
cneynanbHbIX 3HaHWUI;

TpYyLoBYH KHUXKY; N
Konun JOKYMEHTOB BOMHCKOIO yyeTa (415 BOEHHO0653aHHbIX Nu1L);

Konuio cBugeTennctBa 0 6Gpake, pacTtopXXeHum Opaka ( npu M3MeHeHUM
(hamunnm B TPYLOBOIN KHUXKE);

Konuto cBmieTenbCTBa 0 POXKAEHUN AeTen;

MeaNLNHCKYI0 KHUXKY;

Konun JOKYMEHTOB 0 HarpaxgeHuu,

Konuun OKyMEHTOB O MPUCBOEHUMN KBANU(NKALLMOHHOW KaTeropinm; |uy
Konun JOKYMeHTOB 06 MHBaNMAHOCTK (NpW HaNn4unn);

CnpaBKy 06 oTCYTCTBUMN (Ha/IM4mMmK) CyAUMOCTH;



e 3aKnyeHne MeaMLUHCKOro 0CMOTpa.

| o L | 2. =

2.3.IMpn nocTynneHnn Ha paboTy COTPYAHUK npe,&;écTaBnﬂ'eT': |
o 3asBfieHMe 0 npueme Ha paboTy;

« Konuto nacnopTta o1 N |A
e Konuto cTpaxoBOro CcBMAETENbCTBA FOCYLAPCTBEHHOrOMEHCUOHHOIO
CTpaxoBaHus;

* Konwuto cBupetensctBa O NOCTaHOBKE Ha Yy4yeT (U3MYECKOro /gua B
Ha/I0roBOM OpraHe Ha TeppuTopun Poccuinickoin ®epepaunm

 TpyLOBYH KHUXKY;

* Konuu LOKYMEHTOB BOMHCKOIO yyeTa (415 BOEHHO0653aHHbIX N1L);

* Konuiwo cBuaeTensctea 0 Opake, pacTopXXeHuMM Opaka (NpU U3MEHEHUU
(hamunnmn B TPYA0BOIN KHUXKKE);

« Konuio cBugeTenscTBa 0 POXKAEHUN LeTe;

e MeauLMHCKYHO KHUXKY;

e Konuu fOKYMEHTOB O HarpaxgeHuu;

e Konuu [OKYMEHTOB O TMOBbIWEHUN KBannpukayuu WM Hannyuu
creumnanbHbIX 3HAHWIA;

e Konun LOKYMEHTOB 06 MHBaNMAHOCTYK (NpY HaANNYUK); W

e CnpaBKy 06 OTCYTCTBMU (Hann4nn) CyanMoCTu;

» 3aKk/loyeHne MeULUNHCKOro 0CMOTpa.

2.4.PaboToaatesib OPOPMNSAET:
* TPYLOBOI LOrOBOpP B [ABYX 3K3EMMAsApax;

* Mpukas o npuéme Ha paboTty (0 NepemeLLeHnn Ha Apyrue AOMHKHOCTN);
*  JINYHYK KapTouKy NoT-2.

2.5.PaboTogatens 3HaKOMUT ¢ YycTaBoMm LLKONMbl, npaBunamMy BHYTPEHHEro

TPYA0BOr0 pacropska, KonnekTUBHbIM JOFOBOPOM, AO/MKHOCTHOW MHCTPYKLMEN,
nonoxeHvem o6 onnarte Tpyaa.

2.6. PaboTogatenb NPOBOAMT BBOAHbI MHCTPYKTaX, MHCTPYKTaX NO OXpaHe Tpyaa,
MHCTPYKTaX MO NMPOTMBOMOXapHO 6e30nacHOCTH,

3.NMOPAAOK BEAEHUNA JTINUHbBIX AEJ
3.1.JlnuHble pfena neparoroB ¥ COTPYAHWMKOB LWIKOMbI BEAYTCS CEKpeTapeMm-

MaLUWHWUCTKON B TeYEHMEe BCEro nepuoga paboTbl KaXK40ro negarora u COTpyaHuKa
B LLIKONe.

3.2.BefleHne NNYHOro Aena npeaycMaTpuBaeT:
3.2.1 .lNomewieHne ceKpeTapeM-MallUHUCTKON B NIMYHOE [eN0 [AOKYMEHTOB,
nognexawimx XpaHeHUo B IMYHOM Jene:
*  AHKeTa;
* [lpukas o nprveme Ha paboTy;
» JIN4yHaa KapToyka paboTHUKE;

: ull C



TpynoBoii AoroBop;

LOKYyMeHTbl 06 M3MEHEHUW YCNOBUIA TPYA0BOr0 A0roBopa (40NOAHUTENbHOE
cornawleHue);

e Konuu (Kcepokonumn) JOKYMEHTOB 06 06pa3oBaHnu;
e Konunm (KCepokonuu) AOKYMEHTOB O MPUCBOEHUN KBaNU(PUKALVMOHHON

KaTeropuu; w4
e 3asBfieHMe 0 cornacuu paboTHMKaA Ha 06paboTKy nepcoHasbHbIX AaHHbIX B
LLIkone;

o CornaweHune 0 HepasrnaweHnn nepcoHanbHbIX AaHHbIX 00yYaroLLMXCH;

* Kcepokonumn LOKYMEHTOB O HarpaxgeHuu;

o [OMKHOCTHasA MHCTPYKLMSA;

* Kcepokonun [OKYMEHTOB O MOBbIWEHUN KBanngpukauum (CBULETENbCTBA,
YLOCTOBEPEHUSA U T.4.) WU HANNYMK CneluanbHbIX 3HaHWUNA;

* Kcepokonus BoeHHOro 6uneta (415 BOEHHO0653aHHbIX /nL);

» Kcepokonua cBuieTenscTBa 0 Opake, pacTOpXeHWM Opaka (B clyvae
N3MEHeHNa paMunnn B TPYA0BOIN KHUXKKE);

» CnpaBka 0 Hannuum (OTCYTCTBUMK) CYAUMOCTH;

» Kcepokonusa goKymeHTa 06 MHBANNMAHOCTU (MPU HANUYUN).

* Kcepokonua nacnopra,

» Kcepokonus cBuaeTenbCTBa O MOCTaHOBKe Ha yyeT (usmyeckoro Jlnua B
HaN0roBOM opraHe Ha TeppuTopun Poccuitckoin defepaynu;

* Kcepokonusa cTpaxoBOro cBuAeTenbCTBa rocyfapCTBEHHOIO MEHCUMOHHOTO
CTpaxoBaHUA,

3.2.2. EXerofHyw npoBepKYy AUPEKTOpoM LLIKONbI COCTOAHUA NNYHBLIX [en
nefaroros U COTpyLHUKOB LLIKO/bI, HA NpeaMeT COXPaHHOCTU BK/TKOUYEHHbIX B HEro
[OKYMEHTOB M CBOEBPEMEHHOE 3arnoJIHEeHMe.

3.3.B in4Hoe feno MoryT ObiTb TakXKe BK/KOYeHbl 6bITh Clefytoline LOKYMEHThI
(HO He B 06sA3aTeNlbHOM MNOpPsAKe): KapTouka MofcyéTta CTaxa nedarormyeckomn
paboTbl, XapakTepucTuka, aBToOMOrpaus, AOKYMeEHTauus Mo nepcoHasibHbIM
[JaHHBIM, TMpMKa3 O nNpefocTaB/ieHMM OTnycka paboTHWMKY, YyBefOM/eHWe 06
N3MEeHeHUW TPYLOBOro [OroBopa, Nnpukas 06 YBO/IbHEHWW, W3BELLEHME O Havane
€XerofHoro OCHOBHOrO OMnja4YnBaemMoro OTMnyckKa, yLOCTOBepeHMA (0 npoBepke
3HaHWIW no nporpamme «OkKaszaHMe NepBOM MOMOWM», MO nporpamme
«paxgaHcKas 060poHa W 3aliMTa HacesleHUs OT Ype3BblYalHbIX CUTYyauuin», Mo
MnoXkapHoi 6e3onacHOCTK, Mo nporpammMe 06yyeHMs Mo oxpaHe TpyAa n ap.), Nnpukas
0 MepeBOfe Ha ApPYryt paboTy, AOKYMEHTauus Nno HarpaxaeHuo, LOKYyMeHTauus
no aTTecTallmn Ha COOTBETCTBME 3aHNUMAEMO LO/MKHOCTK, CePTUPUKATbI, FPaMoThl.
3.4.J7InCTbl JOKYMEHTOB, NOALINTBIX B IMYHOE [eN0, NOANEXAT HyMepaLuu.

3.5 O6fs3aTenbHOM SABNSAETCA BHYTPEHHAS OMNUCb [AOKYMEHTOB, WMEKLIMXCA B

NNYHOM [ieNe, NUCTbI BHYTPEHHE OMUCKU B Hayane IMYHOTO Aena Hymepauun He
nojsexar.



3.6.JlnyHble pena neparornvyecknx paboOTHUKOB PErUCTPUPYIOTCA B HKypHane
perncTpaynmn nnYHbIX fen neparornyeckmx pabotHmkos MOY COLU Nel n.
Cenmxapoo( Nel un 1.4.).

3.7. TpyOoBble KHMKKW XpaHATCSA OTAENbHO B ceitde anpekTopa LUKonbl. j U

3.8. MeAnUNHCKNE KHUXKU XPaHATCA OTAeNbHO Y ceKpeTapa-MallMHUCTKKY LLKONbI.
3.9. Konun (Kcepokonumn) AOKYMEHTOB, XPaHAWMXCA B NMYHOM Aene paboTHMKa,
3aBepsalTCca  AMpekTopoM  LUKonbl  cregywowmm  obpasoMm:  npocTaBAseTcs
3aBepuTenbHaa Hagnucb «Konua BepHa»: AO/HKHOCTL NMUa, 3aBepusllero Konuio;
NMYHaa NoANMCh; paclnppoBKa nognucu (MHUUKManbl, GamMnnng), CTaBUTCA neyatb
LLIKonbl.

4TTOPALOOK YHETA NN XPAHEHWNA JIMYHBIX OEJ

41 XpaHeHMe W Y4YeT JNYHbIX [en neparoroB M COTPYAHUKOB  LLIKONbI
OpraHuM3yrTca C Ue/blo ObICTPOro M 6e30WnB0YHOr0 NoucKa /MYHblY [en,
obecneyeHMss UX COXPaHHOCTU, a TakxXe o06ecrnevyeHUs KOHPUAEHLMUANBHOCTM
CBEAEHU, copepXalmxca B LJOKYMeHTaX NMMUYHbIX fef, OT HECaHKLMOHUPOBaAHHOTO
AocTyna:
* TPYAOBbIE KHMXKW XPaHATCA OTAE/NIbHO B Ceilpe AMpeKTOopa LKO/bI;
*  MEAULMHCKNE KHUKKW XPaHATCA OTAe/IbHO Y CeKpeTaps- MallNHUCTKK;
* JINYHbIe [efla XpaHATCA B KabUHeTe ANpPeKTOopa LWKO/bI;
e [OCTYN K/INYHBbIM [ileflaM UMEeKOT CeKpeTapb-MallMHUCTKA, AnpeKTop L Konbl,
e cucTemMaTusauua JIMYHbIX Len NPou3BOAMTCA B YAOOHOM A8 XpaHeHUs
nopsaKe;
* JINYHble fefla pabOTHUKOB, 3aKOHYEHHbIe fenonpoun3socTeom Lo 01 sHBaps
2003 ropa xpaHAaTca 75 neT ¢ rofa yBo/ibHEHUSA pabOTHUKA, a 3aKOHYEeHHbIe

fenonpounssoactsom nocne 01 aHBapa 2003 roga xpaHATca 50 net b ropa
YBOJIbHEHNA PabOTHMKA.

5.NMOPAAOK BblJAYUN NNYHbBIX AEJ1 BO BPEMEHHOE
MOJZIb3OBAHWNE
5.1 Bblgaya Nn4YHbIX gen (OTAeNbHbIX LOKYMEHTOB B COCTaBe J/IMYHOrO fena) BO
BPEMEHHOEe NoNb30BaHNe NMPON3BOAMUTCA TONLKO C paspeLlleHns anpektopa LLUKonbl.
Bpemsi paboTbl orpaHuumBaeTcs npegefamMmu OfHOro paboyero [fHA. B KoOHue
paboyero gHA cekpeTapb-MallMHUCTKA 0653aHa ybeaAnTbCA B TOM, YTO BCE JINYHbIE
fiena, BblfaHHbIE BO BPeMEHHOE MoJ/ib30BaHMe, BO3BpaLLleHbl Ha MeCTO XpaHeHus. B
Cflyyae WX He BO3Bpara, CeKpeTapéM-MalMHUCTKOW MPUHUMAKOTCA Mepbl K KX
BO3BPALLEHWNIO UIN PO3bICKY.
6. OTBETCTBEHHOCTb
6.1. Meparorn n coTpyaHMKM LLUKONMbI 0653aHbl CBOEBPEMEHHO MNpPeaoCTaBNsATb
CeKpeTapro-MallMHUCTKE CBefeHUs 00 W3MEeHEeHWW B MepCOHa/IbHbIX [aHHbIX,
BK/IOYEHHbIX B COCTaB /IMYHOIO fena.
6.2. PaboTogatens obecneyumnsaer:

* COXPaHHOCTb NIMYHLIX AeN NeaaroroB U COTpYAHUKOB LLIKONbI;



* KOH(UMAEHUMANbHOCTb CBEAEHWIW, cofepXawmxcsa B JIMYHBLIX ;Aenax
nefaroroB U cCOTpyAHMKOB LLIKoNbI. 1 !

7. TIPABA
7.1. Ona obecrnevyeHns 3awWMTbl MEepPCOHANbHbIX [aHHbIX, KOTOPble XPaHATCA B
NINYHbBIX fenax nefaroros U coTpyaHuMkKos LLIKosbI:
7.1.1 .lMeparorn un coTpygHnkn LLIKONMbI MET NpaBo:
* TMONYYUTb MOJIHYKD MHMOPMALMIO O CBOUX MEPCOHANIbHbIX [AHHbIX U
06paboTKe 3TUX AaHHbIX;
* MONY4YNTb AOCTYMN K CBOMM MEPCOHaNbHbIM LaHHbIM;
* MONYYNTb KOMUU, XpaHALLMecsa B IMYHOM [eNe U coaepxXKallne nepcoHanbHble
[aHHbIE;
e TpeboBaTb WCK/IKOYEHUS WAM WCNPAB/IEHNS HEBEPHbLIX WU HEMOJHbIX
nepcoHasibHbIX AaHHbIX.

7.1.2.PaboTopartenib UMeeT Npaso:
* o06pabaTtbiBaTb MepCOHaNbHbIE AaHHble MefaroroB U COTPYAHMKOB LLIKOSbI, B
TOM YMC/IE N HA 3/IEKTPOHHbIX HOCUTENSX;
e 3anpawuBaTb OT MNeJaroroB v COTPYAHUKOB LLIKOMbI BCHO HEO6XOAMMYHO
NHopMaLnIio.



